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CHAPTER 7
ADMINISTRATION

ARTICLE . FINANCIAL
DIVISION 1. IN GENERAL
Sec. 7-1. County-provided vehicles.

(8 Marking. All county-provided vehicles will be marked with the name of the department and
“COUNTY OF WAUKESHA.” Marking requirements do not gpply to vehicles of the sheriff’s
department which have non-municipa license plates and are used for investigative purposes.

(b) Vehicles subject to valuation for personal use; assignment generdly. The county executive
is responsible for assgning vehicles to either employees or positions. Vehicles assgned by the county
executive may be used for county business, commuting to and from the employee's county work-site
and home, and incidental persond business during a commuting trip. Carrying passengers who are not
county employees, and aso persons who are not directly associated with county business, is not
permitted.

1. Method of assignment. The method of assgnment of vehideswill be asfollows:

A. The department head will submit arequest to the county executive to assgn avehicle to
aspecific pogtion as the need arises. The department head will inform the liaison
committee that a request has been made.

B. Requestswill be approved or rejected by the county executive, and the county
executive will reevauate dl assgnments each January. Assgnments will be based on a
review and in consideration of one (1) or more of the following criteria
I Equipment. Specid equipment which isingaled (e.g. two-way radio, Sren,

light bar).
. Work call-in. The employeeisregularly caled to return to work or to respond
to emergencies.
iil. Potential damage to vehicle. Materias are transported which may damage a
vehicle
Iv. High mileage. The assgnment of avehicle resultsin a savings to the county
when compared to mileage reimbursement.
2. Valuation for personal use. Income tax vauation and withholding methods will be based
on Interna Revenue Service Regulations and Code and will be promulgated by
adminidrative procedures.

(c) Utility and pool vehicles. Department heads may assign certain county vehicles to employees
or postions asfollows:
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1. Depatment heads may assign utility vehicles equipped for specid work which are not
suitable for passenger transportation (e.g. dump trucks, cherry pickers, and forklifts).
Utility vehicles will not be used for commuting or persond business,

2. Depatment heads may assign vehicles from a department pool. Pool vehicles are not
permanently assigned to an employee or pogition, are frequently used by severd
employees, are garaged or parked on county property, and will not be used for commuting
or persona business.

However, a department head may occasiondly assign a poal vehicle to an employee for
work purposes which include commuting as required for specific work assgnments of short
duration (e.g. an evening meeting, or distant early morning gppointment). When so
assigned the vehicle may be garaged and or parked at the employee's home. Poal vehicles
will not be used for persond business.

(d) Vehiclesin sheriff’s department and medical examiner’s office. These vehiclesare
assigned by the department head following the criteria set forth in section 7-1(b). The vehicles are used
at the discretion of the department head while the employee is on-cdl or on duty. When the employee
isnot on-cal or on-duty, the vehicle will not be used for persond business,

(Res. No. 121, 12-3-59; Ord. No. 143-165, § 1, 3-30-89; Ord. No. 144-50, § 1, 8-15-89)

Sec. 7-2. Printing and publication of county notices, etc.; procedurefor bidsand contracts.

Pursuant to section 985.065(2)(f), Wisconsin Statutes, the county board of supervisors provides as
follows for the printing and publication of its proceedings and notices, and the method of obtaining bids
and contracts therefor:

1. Thecounty board of supervisors, a a meeting once annualy, shal direct the county clerk to
invite proposas from the English newspapers published dally in the county, or having adaly
paid circulation in Waukesha County of at |least fifteen thousand (15,000) if not published
within the county, and eligible under section 985.03, Wisconsin Statutes, for the publication
and printing of the proceedings of the board, and al other notices or advertisements as shall
be authorized or required to be published or printed by the board and all officers, boards
and departments of the county, during the next ensuing year, which publications and
advertisng may be divided and classified if the board shal so order.

2. Such proposds shdl name a price per sandard line, or shal name a price per sandard line
per thousand of average dally circulation in such county for the period of sx (6) months
next preceding the date of such proposals, as shown by the affidavit of an authorized officer
or agent of such proponent, or shal name a price for such advertisng space as may be
required or ordered by the board at any time during the year for which awards are made,
or, a the option of the proponent, shdl include any or dl of such separate proposals as
aforesaid.
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The board may by resolution suspend the publication of proceedingsin newspapers and
provide for the printing thereof in pamphlet form until the further action of the board in
relation thereto. Separate bids maybe caled for if so ordered by the board, from printersin
the county, for the printing of the proceedings of the county board in pamphlet form in such
quantities as shall be determined by the board.

Each bid shdl be accompanied by a certificate of the county treasurer that the bidder has
deposited with him a United States bond, corporate surety bond or certified check in the
sum of five hundred dollars ($500.00), or the cash deposit of alike amount, conditioned
that said bidder will, if successful, enter into a contract as provided in the resolution of the
board or invitation for such bids. The county clerk shal, on the date named in said invitation
for bids, and in the presence of the committee on printing and Stationery of the board, open
al such proposas and enter upon his minutes arecord thereof, dl of which shall be
reported to the board at its next meeting, together with the recommendations of said
committee. The board shall thereupon consider such proposas and by its resolution
designate and award such advertisng and printing to the lowest bidder or to the lower
bidder based upon arate per thousand of average daily circulation in the county. The
board may also award such publication and printing to the lowest bidder and aso to the
lowest bidder per thousand of average daily circulation as aforesaid, or the board may
award any divison or classification of such publication and printing made under the
provisions hereof to the lowest bidder and award the remaining divison or divisons, or
classfication, to the lowest bidder per thousand of circulation aforesaid. If the board elects
to print its proceedings in pamphlet form only, the invitation for bids and the award may be
made to the lowest responsible bidder, at arate per standard line, or per page, or such
other basis as the board determines.

Upon the award of the contract or contracts, the deposits of unsuccessful bidders shall be
returned. Upon execution of proper contracts by successful bidders, the deposits shall
severdly be returned. The contract or contracts shdl be accompanied by agood and
sufficient bond in such amount as shdl be fixed by the Board conditiond for the faithful
performance of such contract.

In any case where it shall be deemed advisable, the county board may provide for further
or additional publication of notices in appropriate trade mediums.

The rates provided by section 985.08, Wisconsin Statutes, for lega notices shall not apply
to printing or publications hereunder.

(Ord. No. 148-163, § 1, 4-12-94)

Editor's note - Section 1 of Ord. No. 148-163, adopted April 12, 1994, added provisionsto Ch. 2, Art. |, but did not specify
manner of codification; hence, designation of such provisions was at the discretion of the editor.

Secs. 7-3 - 7-9. Reserved.

DIVISION 2. FINANCIAL AFFAIRS GENERALLY
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Sec. 7-10. Reserved.

Editor'snote - Section 2 of Ord. No. 143-152, adopted Feb. 21, 1989 repealed former § 2-401 in its entirety. Such former
section pertained to county self-insurance for general liability claims and derived from Res. No. 160-12/77, adopted Dec. 20,
1977.

Sec. 7-11. Recovery of legal feespaid for indigent defendants.

When the county has paid legd feesfor an indigent defendant, the county clerk shdl prepare, sign,
and filein the office of the register of deeds in arecord book kept there for that purpose a certificate
gaing:

The name and residence of the indigent beneficiary;

The amount paid by the county for his or her legd representation;

The date when paid;

The court and county in which the defendant's case was heard; and

Such other information which has bearing in the matter pertaining to the ability of the
defendant or the defendant's estate to repay the costs to the county.

(Res. No. 177,1-18-66)

g~ owdNE

State law reference - Recovery by county of legal fees paid for indigent defendant, Wis. Stat. § 757.66.

Sec. 7-12. Vending machine funds.

Money taken in from the vending machine in county buildings shdl be placed in the employee
relations fund account in the Department of Adminigtration.
(Mo. of 11-16-78)

Sec. 7-13. Fundsfrom sale of unneeded highway lands.

The funds derived from the sde of unneeded land that was obtained for highway projects shal be
added to the Public Works Department-Highway account which funded the initial land reimbursement.
(Res. No. 39, 8-18-70)

Sec. 7-14. Accounting for and cancellation of bonds and coupons.

Accounting for and cancellations of coupons and bonds issued by the county shall be accomplished
by the paying agent. Municipa bonds at their respective maturities shall be canceled and destroyed by
the fiscal agent or paying agent who shal ddliver a certificate to such effect to the county.

(Res. No. 28-6/83, 6-14-83)

State law reference - Authority to so provide, Wis. Stat. 867.10(9)(b).
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Sec. 7-15. Bidding on public works contracts.

(@ All public work, the estimated cost of which does not exceed twenty thousand dollars
($20,000.00), shdll be let to a person qudified as a bidder under Wisconsin Statutes section 66.29(2).

(b) The procedure for sdlection of a pre-qudified bidder shdl be asfollows:
1. Thedirector of public works, in so far asit is practicd, shdl solicit three (3) bids from
persons qualified as bidders under Wisconsin Statutes section 66.29(2);
2. The award shall be made to the person offering the lowest acceptable bid.
The above procedure only appliesto public work covered under Wisconsin Statutes section
59.52(29) and does not gpply to highway contracts which the county highway commission is authorized
by vote to let or make.

(¢) The public works committee shal gpprove the forms to be used by persons wishing to
pre-qudify for bidding under Wisconsin Statutes section 66.29.
(Res. No. 272-2/86, 2-19-85)

State law reference - Public works contracts, Wis. Stat. § 59.52(29).
Sec. 7-16. Capital Plan.

(&) Definitions. Termsin this section have meanings defined as follows:

1. Capital plan meansthelisting of annua anticipated expenditures on capitd projectsfor a
five-year period.

2. Capital project means an active or proposed nonrecurrent expenditure in one or more
specified plan years of an amount usudly in excess of one hundred thousand dollars
($200,000.00) for costs associated with a permanent fixed asset (e.g. building, land,
highway and technology improvements, equipment) which has auseful life or extends the
useful life of an exigting fixed asset, usudly in excess of seven (7) years.

3. Capital budget meansthe plan of proposed expenditure on capital projectsin the next
fiscal year and the means of financing them.

(b) Proposd contents. Capitd projects proposed shdl include the following:

1. The best estimate on the costs of each component of the capita project plus a contingency
of four (4) percent of the cost of dl new construction or roadway construction and eight (8)
percent of the cost of renovation or roadway construction to be included in the
gppropriation.

2. Anedimate of the impact of the capitd project on the operating budget including, but not
limited to, staff cogt, utilities, services, and other operating codts.

3. Anedimate of any gpplicable revenues.

4. A narrative description of the project and its scope, an analysis of project need, and a
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statement of project dternative considerations.

(c) Capitd projects shal be requested in discrete, recognizable phases, except for projects
edtablished with continuing funding leves.

1. Requestsfor funding for the preliminary design phase and the post-preliminary design and
project implementation phases shall, at aminimum, be in separate calendar years.

2. If arequest isfor funding for the preliminary design phase and the post-preliminary design
and project implementation phases in the same cdendar year, a satement shdl be included
in the narrative description of the project that funding for the post-preliminary design and
project implementation phases shdl be released only upon approvd of the county board
standing committee of jurisdiction.

(Mo. of 4-17-84, as amended, Rule 15; Ord. No. 142-51, § 1, 2-16-88; Ord. No. 143-157, § 2, 3-
21-89; Ord. No. 145-167, 8 1, 2-16-91; Ord. No. 146-152, 3-31-92; Ord. No. 156-46, 8§ 1,
9/28/01; Ord. No. 158-52, §1, 08/12/03)

Sec. 7-17. Requestsfor appropriations.

All requests for gppropriations shal be presented by written ordinance and shall be
referred to the finance committee.
(Ord. No. 159-32, 81, 07/27/04)

Sec. 7-18. Miscellaneousfinancial matters.

(& No account shdl be alowed by the county board of supervisors unless the same shal be made
out in separate items and the nature of each item specificaly stated. Any account shall be proven by
affidavit to befiled therewith if requested by the county board of supervisors.

(b) Reserved.

(¢) The county board of supervisors shall cause to be made out annudly by the county clerk, and
published with their proceedings for the year, a detailed statement which shall show briefly the nature of
al accounts and gppropriations.

(d) The county derk shdl sgn and issue dl orders for the payment of money which the county
board of supervisors by recorded vote or resolution authorizes or which are authorized by the finance
committee under section 4-150, and shal keep in abook therefore atrue and correct account thereof
and of the name of the person to whom each order issued, but the clerk shal not sign or issue any order
for the payment of money for any purpose in excess of the fund gppropriate for such purpose unless
first authorized by resolution passed by the county board of supervisors pursuant to section 65.90 (5)
of the Wisconain Statutes. In addition, the clerk shdl sign dl orders for payment of county funds where
the duty of such payment is mandatory under the Wisconsin Statutes such as relief of the poor, aid for
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the disabled, aid for the blind, aid for the dependent children, old age assistance, items payable on court
order and court certificate, clams alowed according to law by the trustees of the county hospita, home
and infirmary. The clerk shal sign and issue orders for the payment of such ad to needy veterans and
their dependents or for such sumsto be paid for the purchase of goods or servicesfor veterans relief as
the county veteran's service commisson may determine, the total disbursements shall not exceed the
amount collected from the tax levied for expenditure by said commission. The clerk shdl dso be
responsible for county payroll in accordance with county policy, agreements and contracts.

(Mo. of 4-17-84, as amended, Rules 64, 65; Ord. No. 145-151, § 8, 12-18-90)
Sec. 7-19. Depositories-Generally.

All banks and savings and loans in the county doing business under state or United States laws, and
the local government pooled investment fund, shall be consdered suitable depositories for moneys
collected by any department of the county, with the exception of the generd account, which will be
handled by county's working bank.

(Res. No. 222-12/85, 12-17-85; Ord. No. 144-181, § 1, 2-20-91)

Sec. 7-20. Same-Designation.

The county's working bank will be designated based on an analysis of proposas received from
financia ingtitutions congdered suitable depositories as set forth in section 7-19 of the County Code.
The requests for proposas will set forth the specifications for the county's financia management
program and will be distributed by the county treasurer prior to expiration of an existing contract, which
will not be for a period greater than five (5) years. The proposas will be andyzed jointly by the director
of the department of administration and the county treasurer, who will recommend the working bank
designee to the finance committee for approva by the county board.

(Res. No. 189-10/85, 11-1-85; Ord. No. 144-181, § 2, 2-20-90)

Sec. 7-21. Chargesfor issuance of worthless payments.

When a check or other form of payment recelved from any person, business or entity isreturned as
worthless, the agency or office of the county that received the payment shdl add a fee of twenty-five
dollars ($25.00) to the amount owed by the issuer of the payment. This feeisintended to serve as
compensation to the county for costsincurred by the county as aresult of the return of the worthless
paymen.

(Ord. No. 149-32, § 1, 7-26-94)

Editor's note - Section 1 of Ord. No. 149-32, adopted July 26, 1994, added provisionsto Ch. 2, Art. V/, Div. 1, but did not
specify manner of codification; hence, inclusion of such provisions as § 2-415 was at the discretion of the editor.
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Secs. 7-22 - 7-38. Reserved.
DIVISION 3. ACCOUNTING POLICY
Sec. 7-39. Manner of establishing policy; manner of resolving policy differences.

(@ The required channd for establishing a new accounting policy and for revisng an existing
accounting policy isasfollows:

1. Thepolicy initiativeis referred to the director of the department of adminidration;

2. Thedirector of the department of administration assesses the impact of the policy initiative;

3. Thedirector of the department of adminidiration responds in writing to the finance
committee with recommendations on the palicy;

4. The finance committee acts on referred policy initiatives and gppeds of initiatives;

5. The county board of supervisors acts to adopt policy referred from the finance committee,

6. Thedirector of the department of administration disseminates adopted policy statementsto
departments through the update and distribution of the accounting manud;

7. Operating procedures that delineate accounting policy require the approva of the county
clerk.

(b) Therequired channd for resolving differencesin interpretation of accounting policy isas
follows

1. A depatment initiates request for clarification or interpretation through the director of the
department of adminigtration;

2. Thedirector of the department of adminisiration consults with the finance committee as may
be required;

3. The finance committee makes the find determination in al matters of interpretation which
cannot be resolved otherwise;

4. Thedirector of the department of administration responds to the department's request in
writing for al interpretations deemed to be subgtantive or involving the establishment of
precedence.

(Res. No. 184-12/80, § 1, 1-20-81)

Sec. 7-40. General Policies.

(& The officid books and records of the county will be maintained in conformance with accounting
principles developed by the National Committee on Governmental Accounting and accepted as the
gtandard in the industry. Exception to conformance to the accounting principles result from state law or
county board orders.

(b) It isthe responghility of gppropriate personnel in each county department to be aware of how
generdly accepted accounting principles and supplemental county accounting policy directives impact
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their operations and to comply with them.

(c) An gppropriate system of interna accounting control will be maintained including, but not limited
tor
1. Proper separation of dutiesin respect to receipt and disbursement of money;
2. Usage of sequentidly pre-numbered accounting documents including receipts and other
documents where such pre-numbering is conducive to effective interna control;
3. Thecos of maintaining the system of interna accounting control should not exceed the benefits
derived;
4. Recording of accounting transactions will be accepted for processing only if properly
authorized;
The preparation of entries to accounting records will be properly supervised;
6. Effective physcd safeguardswill be employed to promote the security of county funds and
assets.

o

(d) The forms and procedures used for initiating, processing and submitting accounting transactions
will be uniform to the grestest extent possible among the departments of the county.

(e) The various departments of the county will use the centra accounting system for meeting their
generd and pecid accounting and reporting needs.

(f) A written county-wide accounting policy and procedures manua will be maintained. Revisons
and updates thereto will be prepared as needed by the finance director and submitted to the finance
committee for approval.

(9) Accounting policies and procedures will be implemented with the support of gppropriate training
and assstance of the central accounting department.

(h) The annud budget will be prepared with the same chart of accounts as used to maintain the
officia books and records of the county.

(i) To the greatest extent possible, dl new ac-counts, organizationa and statutory changes
anticipated for the ensuing year will be reflected in the budget.

(j) The departments of the county will be aware of accounting changes resulting from the budget
and subsequent budget revisons. Accounting transactions will be congstent with changes that result
from budget revisons.

(Res. No. 184-12/80, § 11, 1-20-81)

Sec. 7-42. Financial reporting.
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(@ The accounting system shal be organized to report county operations as separate entities
(funds) through a centrd accounting department. Reporting of each entity shall include a sdf baancing
set of accounts to record financia resources, related liabilities and resulting balances.

(b) Reporting of revenues and expenditures shal be classified by fund, program and activity as
necessary for operationa contral.

(c) Fixed assats and long-term liabilities not accounted for in pecid funds shdl be accounted for
through a generd fixed asset and long-term debt account group.

(d) Reporting by entity or fund shdl be established and maintained as required by law and
generdly accepted accounting principles. Only the minimum number of separate entities as consstent
with operating and legd requirements need be established.

(e) A comprehensive annud financia report of county operations or funds with appropriate
combined statements, schedules, notes and statistics should be prepared and published.

() Appropriate interim financid statements and reports of financia position and operating results
shall be prepared, as needed, to facilitate management control of financia operation and for externd

reporting purposes.

(9) Budgetary comparisons shdl beincluded in the appropriate financid statements and schedules
of government funds for which an annua budget has been adopted.
(Res. No. 184-12/80, § 111, 1-20-81)

Sec. 7-43. Cash and receivables.

(@ All monies coming into the custody of county employeesin performing services funded in whole
or in part by the county will be deposited with the county treasurer, except:
1. Checksissued by the county to remburse or to initially establish petty cash;
2. Moniesreceived in connection with afiduciary, trust, or agency relationship pursuant to
date satute, or as otherwise specifically authorized by the finance committee;
3. Asauthorized by the county clerk.

(b) All monies remitted to the various departments, agencies and divisions of the county by persons
will be deposited with the county treasurer unless specificaly exempted by the finance committee.

(¢) All deposits made by the departments, divisons and operations of the county will be
accompanied with appropriate accounting documentation to enable efficient and proper processing
againg the officia books and records of the county.
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(d) Cash deposits will be made at time intervals no longer than specified in date gatute. In the
absence of gatutory requirements, the financid director will determine the time intervals for deposits.

(e) All expenditures made from petty cash, or other specia accounts specificdly authorized by the
finance committee, will be budgeted and accounted for against an appropriation. The procedure for
charging the appropriate expense account is as follows:

1. By accounting distribution upon avoucher submitted to the finance department for the
purpose of reimbursing the petty cash account;

2. By journd entry prepared and submitted by the custodian of the account for those accounts
specificaly authorized by the finance committee for rembursement by means other than a
check issued by the county clerk.

(f) Detailed accounts receivable records will be maintained by the departments of the county and
corresponding accounts receivable control accounts will be maintained by the county clerk, wherever
such receivables are deemed to be material.

(9) The palicy for liquidating accounts receivable for bad debts and uncollectible amountsis as
follows
1. A depatment desiring the liquidation certifiesthat al reasonable efforts have been made to
collect the amount owed and that to liquidate the amount owed is not in conflict with any
gpplicable gatute of limitation or smilar adminidrative order;
2. Accounts so certified which individudly or in the aggregate are less than two thousand
dollars ($2,000.00) may be liquidated by liaison committee gpprovd;
3. Accounts so certified which individudly or in the aggregate exceed two thousand dollars
($2,000.00) require both liaison and finance committee approval.
(Res. No. 184-12/80, § IV(A), 1-20-81)

Sec. 7-44. Inventories and prepayments.
(@ A perpetud inventory record will be maintained for the following:
1. Outlay items,
2. Centrd supplies department;
3. Asdetermined by the director of administration.
(b) Departments will conduct annua physica inventories.
(¢) Adjustmentsto inventory for annua physica countswill be properly recorded.

(d) Inventoried items expenses to projects or to other accounts will be charged-out at actua cost.

(e) All prepaid expenses for proprietary fundswill be debited to asset accounts and amortized by
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journa entry over the period of benefit or incurrence of expense.
(Res. No. 184-12/80, § IV(B), 1-20-81)

Sec. 7-45. Capital (fixed) assets.

(@ Thefollowing provisons apply to capitd (fixed) assets

1. All outlay itemswith purchase/congtruction price and related delivery chargeswill be
capitalized;

2. Fixed assets should be accounted for at acquisition cost. Donated fixed assets should be
recorded at their estimated fair vaue at the time received;

3. Depreciaion of generd fund fixed assets may be recorded for cost finding analyss.
Accumulated depreciation would be recorded in the generd fixed asset account group;

4. All departments of the county considered as proprietary funds pursuant to generaly
accepted accounting principles will maintain a subsdiary fixed asset ledger and periodicaly
record depreciation expense and accumul ated depreciation;

5. The method of depreciaion will be straight-line, and salvage vaues will be ignored.

(b) Useful livesin yearsfor depreciation of fixed assats will be asfollows:

Department Land Buildings Permanent Major Movable Office Furniture and
I mprovements Fixtures Equipment Equipment

Highways As specified by State Department of Transportation

Northview As specified by State Department of Health and Social Services

All Others: 5-10 years 20-30 years 15-30 years 3-7 years 5-15years

() All purchases of fixed assets will be charged againgt an outlay appropriation account.
Purchases of outlay items from specia accountsis prohibited, except asfollows:
1. Highway department machinery fund,
2. Exposition center capital improvements to be reimbursed by customers,
3. Asdetermined by the director of administration.
(Res. No. 184-12/80, § 1V(C), 1-20-81)

Sec. 7-46. Encumbering of county funds.
(8 Reserved.
(b) Reserved.

(¢) Vouchersfor encumbered funds need no further approva for payment if the request for
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payment is not more than ten (10) percent greater than the amount encumbered. V ouchers outside of
this ten (10) percent tolerance level are subject to the purchase order/voucher approva procedure.

(d) Reserved.

(e) Vouchersand purchase orders can be paid or encumbered if the expenditure is gpplicable to
those projects or programs authorized by the county board of supervisors a the time the budget was
adopted, and in the case of a governmentd fund, the expenditure is within the budgetary control levels
established by Resolution No. 17-84.

(f) Thefinance committee shdl approve fund transfers for additiona expenditures which arise due
to increasesin grantsiif the purpose of the grant has been gpproved by the county board of supervisors.

(9) Thissection does not eliminate necessary statutory approvals.
(Ord. No. 145-151, § 8, 12-18-90)

Sec. 7-47. Reserved.
Editor’s Note: Former 7-47 repealed by Ord. No. 159-32.

Sec. 7-48. Revenues and expenditures.

(@ All revenue and expenditure accounts will be maintained on a gross basis with exceptions to be
determined by the director of the department of adminigtration.

(b) The departments of the county will prepare and promptly submit journd entries on a monthly
basis for accrued revenues and accrued expenditure transactions.

(¢) Adjustments made by central accounting to revenue and expenditure journd entries submitted
by departments will be communicated to the appropriate departments.

(d) Accrued expenditure transactions by means of journd entry are permitted only for
nondiscretionary purchases or purchases with time periods extending over two (2) or more accounting
periods.

(&) County services and activities subject to interdepartmenta charges will be reviewed and
gpproved by the finance committee. Departments providing interdepartmenta services will maintain
appropriate accounting records including work order/job cost subsdiary systems as required, to
properly determine and document the amount of interdepartmental charges. Total county-wide
expenditures for interdepartmenta charges will be budgeted and controlled in the department providing
the activity or service. Interdepartmental revenue will be budgeted and accounted for in the department
providing the service. The providing departments will prepare periodic and timely journd entriesto
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charge using departments. Interdepartmental charge transactions shdl not result in the preparation of
vouchers and exchange of checks issued by the county clerk, unless specificdly authorized by the
finance committee. Expenditure accounts for interdepartmenta services will be established and
budgeted in usng departments.

(f) For interdepartmenta charges subject to project or work order accounting, the components of

the interdepartmenta charge will be asfollows:

1. Direct labor;

2. Incidentd labor rate, or equivaent;

3. Direct materids,

4. Equipment charges (for highways, park and planning and reproduction);

5. Direct outside sarvices.
(Res. No. 184-12/80, § 1V (E), 1-20-81)

Sec. 7-49. Reserved.
Editor’s Note: Former 7-49 repealed by Ord. No. 159-32.
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Sec. 7-50. Salary deductions.

(@ No payroll deductions are authorized from the salaries of county officers or employees except
as required for withholding by state or federal law or as authorized by the county board of supervisors.

(b) The deduction from employee payroll checks for government bond purchases is authorized.
(Res. No. 133, 2-19-83)

Sec. 7-51. Accounting for expenses of boards and committees.

All committees and boards of the county board of supervisors are considered as organizations of
the county board (Agency) for accounting and budgetary purposes.
(Res. No. 289-3/85, 3-19-85)

Secs. 7-52 - 7-59. Reserved.
DIVISION 4. INVESTMENT POLICY
Sec. 7-60. Purpose.

The purpose of this division shal be to establish the county's cash investment objectives, delegation
of authority, sandards of prudence, reporting requirements, internd controls, digible investments,
selection process for investments, investment management and advisory firms, diversification and
safekeeping requirements.

(Ord. No. 146-80, 8§ 1, 9-25-90; Ord. No. 147-97, 8§ 1, 12-8-92)

Sec. 7-61. Scope.

Thisinvestment policy gppliesto dl investment transactiong/activities of the county.
(Ord. No. 145-80, § 2, 9-25-90)

Sec. 7-62.  Objectives.

The primary objectives of county investment activities shal be the following in order of importance:
1. To preserve capitd in the overdl portfolio and to protect investment principd;
2. Toreman sufficiently liquid to meet disbursement requirements which might be reasonably
anticipated; and
3. To manage the investment portfolio to maximize return consstent with objectivesin (1) and
(2), dbove, and other risk limitation described in this policy.
(Ord. No. 145-80, 8 3, 9-25-90)
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Sec. 7-63. Delegation of authority.

(@ Theresponghility for conducting investment transactions rests with the Director of the
Adminigration

(b) Thedirector of the department of adminigtration shall establish written procedures for operation
of the county's investment programs, congstent with this written palicy.

(¢) TheDirector of Adminigtration or designee shal have the authority to direct the County
Treasurer to transfer funds between accounts established for investments as prescribed in the
investment procedures.

(d) In accordance with aforma competitive request for proposal process, as prescribed in the
investment procedures, the county may contract with one (1) or more investment managers or advisors
with authority to make investment commitments congstent with this policy.

(Ord. No. 146-80, § 4, 9-26-90; Ord. No. 155-45, 88 1 and 2, 8/22/00)

Sec. 7-64. Prudence.

The stlandard of prudence to be gpplied by the treasurer shdl be the "prudent person rule” which
dates. "Investments shdl be made with judgement and care, under circumstances then prevailing, which
persons of prudence, discretion and intelligence exercise in the management of their own affairs, not for
speculation, but for investment, congdering the probable safety of their capita aswell asthe probable
income to be derived." The prudent person rule shdl be applied in the context of managing the overal
portfalio.

The treasurer, in accordance with chapter 34 of Wisconsn State Statutes and county procedures,
will exercise due diligence. The treasurer will follow these policies and procedures and report
immediately to the finance committee any individua security's credit risk or market price change and
recommend appropriate action be taken to control adverse developments.

(Ord. No. 145-80, § 6, 9-26-90)

Sec. 7-65. Reporting requirements.

(@ Thedirector of the department of adminidtration shal provide the finance committee with
copies of aportfolio performance report at least quarterly or when a specific request ismade. The
report will summarize the investment strategies employed, describe the portfolio in terms of investment
securities, maturities, risk characterigtics and other factors. The report will indicate any areas of policy
concern and suggested or planned revision of investment strategies.

(b) Thedirector of the department of adminigiration shall provide the county board with copies of a
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portfolio performance report and the county's current investment plan at least annudly.
(Ord. No. 145-80, § 6, 9-25-90)

Sec. 7-66. Internal controls.

The director of the department of administration shdl establish a system of internd controls which
shdl be reviewed by the county's internd auditor or the independent auditor on an annua basis. The
controls shdl be designed to prevent loss of public funds due to fraud, error, misrepresentation by
another party or imprudent actions by an employee or employees of the county.

(Ord. No. 145-80, 8§ 7, 9-25-90)

Sec. 7-67. Eligible investments.

(& Authorized investments Subject to restrictions as may be imposed by law (section 66.04(2)
of Wisconsn Statutes), funds will only be invested in any of the following securities:

1. U.S Treasury obligations and government agency securities. Obligations of the United
States of America, its agencies and ingrumentdlities, provided that the payment of the
principd and interest is fully guaranteed by the issuer.

2. Certificates of deposit. Certificates of deposit and other evidences of deposits from credit
unions, banks, savings banks, trust companies or savings and loan associations which are
authorized to transact business in the gtate, which time deposits mature in not more than one
year. Any certificate of deposit invested over the Federad Deposit Insurance Corporation
and State Deposit Guarantee Fund insured amounts or five hundred thousand dollars
($500,000.00), whichever isless, are to be fully collaterdized under the specific
requirements of section 7-70.

3. General obligation bonds or securities. Generd obligation bonds or securities of any
county, city, drainage didtrict, vocationd, technical and adult education ditrict, village, town
or school didtrict of the state, if the bond or security is rated in one (1) of the two (2)
highest rating categories assigned by Standard & Poor's Corporation, Moody's Investors
Service, Inc., or other smilar nationaly recognized rating agency.

Sate of Wisconsin Investment Board's Local Government Investment Pool.

Repurchase agreements. Investment agreements pursuant to which afedera or state

credit union, federa or state savings and |oan association, state bank, savings and trust

company, mutua savings bank, or national bank in the State of Wisconsin agrees to repay
funds advanced to it by the issuer, plusinterest. Repurchase agreements are to be secured
by investment securities fully guaranteed by the U.S. government.

6. Operating bank account. Deposits shdl be limited to the lesser of five hundred thousand
dallars ($500,000.00) or amounts guaranteed by Federal Deposit Insurance Corporation
and the State Deposit Guarantee Fund unless overnight funds in excess are fully
collateralized under the specific requirements of section 7-70. Deposits by the county with
ingtitutions outside of the State are prohibited.

o &
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7. Money Market funds. Open-ended Money Market funds restricted to investments
permitted in Wisconsin Statute section 66.063(1m), limited to a minimum average maturity
of one hundred twenty (120) days or less. Thislimit will not gpply to the State of
Wisconsin Investment Board's L oca-Government Investment Pool.

8. Highly rated commercial paper. Commerciad paper which may be tendered for purchase
at the option of the holder within not more than two hundred seventy (270) days of the date
acquired as permitted by Wisconsin Statutes Section 66.063(1m). These securities must be
rated in the highest or second highest rating category assgned by Standard and Poor's
Corporation, Moody's Investors Service or some other nationally recognized agency; or
senior to or on parity with a security of the same issuer which has such arating.

(b) Eligible amounts. The treasurer shdl ensure amounts on deposit do not exceed collaterdized
amounts guaranteed by the financid indtitution, consistent with this written policy.

(0) Restricted investments. The following restrictions will apply to any investments made by
Waukesha County:

1. Limited participation in investment pools. Waukesha County will limit participation in
investment pools or money market funds to no greater than ten (10) percent of tota funds
invested in the pool, based on monthly statement ending balances.

2. Leveraged investments. No investments shal be made in reverse repurchase agreements.
Nor shdl any investments be made with funds borrowed through the use of county
investment assets as collaterdl.

3. Foreign securities. No investments shal be made in the securities of foreign issuersor in
Securities denominated in a currency other than the U.S. dallar.

(Ord. No. 145-80, 8§ 8, 9-25-90; Ord. No. 150-60, 88 1, 2, 10-10-95; Ord. No. 150-60, 88 1, 2,
10-10-95)

Sec. 7-68. Competitive selection of investment advisors and instruments.

(@ Investment advisor selection process. A competitive proposal process shal be conducted
before sdlecting an investment advisor(s).

(b) Direst investment selection. Except for funds placed in the loca government investment pooal,
when the county directly invests surplus funds in investment instruments, a competitive "bid" process
shal be conducted.

1. Bidswill be secured from at least two (2) ingtitutions meeting the requirements outlined in
this policy. Bidders are required to bid afirm price or yield.

2. If aspecific maurity date is required, bids will be requested for instruments which meet the
meaturity requirements. If no maturity dete is required, the most advantageous market trend
yield will be sdlected.

3. Awardswill be given to the bidder offering the highest effective yield congstent with policy
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regtrictions; however, transaction cost (i.e. wire transfer costs) and investment experience
may be conddered when awarding investments.
(Ord. No. 145-80,8 9, 9-25-90; Ord. No. 147-97, § 2, 12-8-92)
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Sec. 7-69. Cash liquidity.

County investments shal be managed to maintain liquidity for meeting the county's need for cash
and to limit potentid market risks. Investments will be made through financid inditutions offering the
highest yidding rates, congstent with this written policy.

(Ord. No. 145-90, § 10, 9-25-90)

Sec. 7-70. Safekeeping.

(@ All financid inditutions acting as a depository for the county must enter into a " depository
agreement” requiring the depository to pledge collatera to secure amounts over and above guaranteed
amounts. All securities serving as collateral shal be specificdly pledged to the county (not as part of a
pooled fund) and placed in a custodia account at afedera reserve bank, atrust department of a
commercid bank, or through another financid inditution. The custodian may not be owned or
controlled by the depository inditution or its holding company unlessit is a separately operated trust
inditution. The custodian shdl send statements of pledged collaterd to the treasurer's office on a
monthly bass.

(b) Amountsin excess of Federal Deposit Insurance Corporation and state Deposit Guarantee
Fund guaranteed amounts must be fully collaterdized and held by athird party or fully insured by an
insurance company with an A rating or better by A.M. Best. Acceptable collateral includesthe
following:

1. Securitiesof the U.S. Treasury or U.S. Governmenta Agency as defined by the Federd
Reserve.

2. U.S. government guaranteed securities such as those issued through the Smal Business
Adminigration are acceptable as long as they are fully guaranteed.

3. Commercid paper which isthe highest or second highest rating category assgned by
Standard and Poors Corporation, Moody's Investors Service, Inc., or other smilar
nationaly recognized rating agency may be used to the extent that a collaterdization level of
one hundred twenty-five (125) percent is maintained.

4. Generd obligations of municipdities are acceptable to the extent that they are rated second
highest or higher by Moody's Investors Service, Inc., Standard and Poors Corporation or
other nationaly recognized rating agency.

(c) Collaterd hddintrugt. Collaterd held by atrust indtitution supporting certificates of depost,
repurchase agreements or other qudified investments consstent with this investment policy and not
identified in subsection (a) or (b) must meet the requirements outlined below.

1. Collaterd must be held in trust and be equd to at least one hundred (100) percent market
vaue of the total amount invested plus interest to be earned at the time of investment.
Collateral shdl be marked-to-market on amonthly basis.

2. Acceptable collatera includes itemsidentified in subsection (b).



Ch.7Pg. 21

3. A detalled statement listing a description of the securities pledged and held in safekeeping
must be provided on amonthly basis.
4. Inditutions serving as custodian of other collaterd shdl provide evidence of professiond
liability insurance and fiddlity bond.
(Ord. No. 145-80, 8§ 11, 9-25-90; Ord. No. 147-97, 88 3, 4, 12-8-92)

Secs. 7-71 - 7-79. Reserved.
DIVISION 5. PURCHASING POLICY
Sec. 7-80. General palicy.

(@ Itisdeclared to bethe policy of the county to encourage, insofar asit is practicable and
advantageous to the county, purchasing by a competitive process.

(b) The department of administration may adopt, promulgate, and amend purchasing operational
procedures for al county departments to follow, and may adopt procedures for the internal operation of
the purchasing department, which are congstent with the policy adopted in this Code concerning the
purchasing activity.

1. Thedepartment of adminigration is authorized to prescribe forms to be used by the using
departments in requisitioning, ordering, and reporting of materiads, supplies, equipment, and
Services.

2. Waukesha county employees shal furnish such reports as the department of adminigtration
may require concerning usage, needs, and stock on hand.

(¢) Purchase of al materias, supplies, equipment, and services shal be made by means of a
requisition order submitted to the department of administration by department officials who have the
authority to expense departmental appropriations.

1. Contracts and purchase orders for any materias, supplies, equipment, or services contrary
to the policy adopted in this Code concerning the purchasing activity, and procedures
based upon that policy, shdl be void.

2. Except for emergency procurements as alowed under provisions of this Code, no order for
materiads, supplies, equipment, or services shdl be awarded unless the department's
unencumbered gppropriation baance is sufficient to defray the cost of such order.

3. The purchase of any materids, supplies, equipment, or services by the department of
adminigration shal not be congtrued to include:

A. Bidding and contracting for public works as specified under section 7-81 of this code.
B. Any materias, supplies, equipment, or services which are finished by the contractor as
part of the requirements of the public works contract.
(Ord. No. 145-151, § 1, 12-18-90)
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Sec. 7-81. Competitive procurement.

(@) Purchases of twenty-five thousand dollars ($25,000.00) and over (amount in 1990 dollars may
be adjusted by the purchasing director annualy based on inflation factors) shall be designated class A
purchases which shdl require, whenever practicable and advantageous to the
county, published notification to bid or propose.

(b) Purchases under twenty-five thousand dollars ($25,000.00) [as adjusted in subsection (a)] shdl
be designated class B purchases which shall require, whenever practicable and advantageous to the
county, written bid and award made by the purchasing department.

(¢) The compstitive process may be determined as impractica or not advantageous to the county
by the department of administration when:

1. Itisimpossble or impractica to draw specifications satisfactorily to permit competitive
bidding.

2. Thematerid, supply, equipment, or service:

Can be furnished from only one (1) source.

Condgtitutes specia adaptation for a gpecial purpose.

Is of atechnicad or experimentd nature.

Crestive or individud taents, scientific knowledge, specid kills or training, artistic or

professond skills are required.
E. A unigue or opportune buying condition exigts.

3. Animmediate procurement is necessary in an emergency Stuation.

4. After unsuccessful competitive sedled bidding.

Cow>

(d) Class A and class B purchase awards shdl be made to the lowest responsible and responsive
bidder complying with specifications and county terms and conditions of purchase.

(€) The department of adminigtration is authorized to negotiate an adjustment of the bid price with
the low respongive and responsible bidder, including changesin the bid requirements, in order to bring
the bid within the amount of available fundsif one of the following conditions apply:

1. All bids exceed available or obtainable funds.

2. Thelow responsive and responsible bid does not exceed available or obtainable funds by
more than five (5) percent.

3. Time or economic conditions preclude a re-solicitation of work or areduction in scope of
the requigition order.

(f) Small-purchases as are authorized under a purchase release/payment authorization procedure
shdl not be so divided into small increments in order to avoid or circumvent the competitive
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procurement process reguirements of class A and class B purchases. If the competitive procurement
process has been circumvented by the usage of the purchase rel ease/payment authorization procedure,
the department of adminigtration shal not process any payments for the violator pursuant to the small
purchase authorization procedure.

(9) All forma contracts initiated by the purchasing department as the result of the competitive
procurement process shal be made in the name of the county, executed by signature of the department
of adminigtration or, in the abbsence of the director, by the person designated by the chief executive
officer, and shal be approved asto content, form, and execution by the office of the corporation
counsd.

(Ord. No. 145-151, § 2, 12-18-90)

Sec. 7-82. Cooper ative procur ement.

(8 Waukesha County may participate in, sponsor, conduct, or administer a cooperative
purchasing agreement for the procurement of any materids, supplies, equipment, or services with one
(1) or more public procurement unitsin accordance with an agreement entered into between the
participants. Cooperative purchasing may include, but is not limited to:

1. Joint or multi-part contracts between public procurement units.
2. Open-ended gtate, municipa, federd and other public procurement unit contracts which are
made available to other public procurement units.

(b) The department of adminigtration shal encourage the active participation of smdl and
disadvantaged businesses in the county's procurement process.
(Ord. No. 145-151, § 3, 12-18-90)

Sec. 7-83. Emergency procurement.

(@ An"emergency" is defined as a Situation in which a breakdown in service occurs which has an
immediate effect on life, hedth, or safety, or which will result in awork stoppage.

(b) An"emergency procurement” is defined as the obtaining for immediate use in an emergency the
materias, supplies, equipment, or services vitaly necessary to restore operation of the service.

1. If the emergency occurs when the department of purchasing is not open for business or is
otherwise unavailable, departments may make or request emergency procurements from
the most practicable source.

A. A requistion for that which had been obtained shdl be promptly forwarded to the
department of adminigration , accompanied by a communication from the department
head or designee which explains the emergency.

B. The department of adminigration shdl issue a confirming order to the vendor or
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vendors from whom commaodities were obtained.

2. Under dl other circumstances, the department shall notify the department of administration
or the director's authorized designee, who will determine whether or not an emergency
procurement is warranted and, if o, how the materias, supplies, equipment, or services will
be secured without delay.

(c) Any person who directly purchases any materids, supplies, equipment, or services and issues a
requisition to the department of purchasing after the purchase has been completed which is deemed by
the department of administration not to be an emergency procurement and not executed in good faith,
is, a the direction of the county executive, persondly subject to disciplinary action and/or the charge of
the goods thus ordered.

(Ord. No. 145-151, § 4, 12-18-90)

Sec. 7-84. Purchasing authority - generally.

(@) Thedirector of the department of administration is authorized to purchase or to provide for the
purchase of any materid, supply, equipment, or service for the use of any department comprising the
county government. All purchasing shdl be pursuant to the County Code, state, and federd law and dl
interpretations as to the gpplicability of the Code shdl be determined at the direction of the county
executive.

(b) Nothing in thisdivison shal be congtrued to prevent the director of the department of
adminigtration or duly authorized designee from:
1. Making purchases or contracts in anticipation of the needs of departments.
2. Maintaining stores of commodities in anticipation of need.

(c) In addition to the generd authority for al county purchasing, the department of administrationis
specificaly authorized to:
1. S, trade, or otherwise dispose of for vaue al surplus or obsolete county supplies,
meaterids and equipment.
2. Exercise genera supervison over the adequacy of and provision for al inventories of
county supplies.
3. Devedop purchasing standards for internal and departmental use.

Egtablish and maintain programs for specification development and compliance, contract

adminigtration and inspection, and acceptance.

5. Let contractsin excess of funds available, provided that each such contract shdl statein
substance that its continuance beyond the limits of funds dready available shal be
contingent upon additional funds being provided by the appropriate county authority.

6. Determine the terms and conditions of solicitations, contract type, and contract provisions,
provided that such terms, conditions, or provisons are in the best interests of the county
and are not contrary to thisdivison or any state or federd law.

>
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7. Resolve controversies and protested solicitations and awards between the county and the
contractor which arise under or by virtue of a contract between them. Thisincludes,
without limitation, authority to:

A. Settle or resolve aprotest of an aggrieved bidder, offerer, or contractor, actua or
prospective, concerning the solicitation or award of a contract.

B. Settle or resolve controversies based upon breach of contract, mistake,
misrepresentation, or other cause for contract modification or recision, consistent with
other Code provisons regarding claims settlement.

8. Debar or suspend for cause a person or firm from consideration for award of contracts, in
which case the debarment or suspension:

A. Shdl befor aperiod of no more than three (3) years and shal commence after
reasonable notice to the person involved and after the person has had reasonable
opportunity to be heard.

B. Shdl befina and conclusive upon the decison of the department of administration

9. Require of bidders and contractors such bid or performance bonds from sureties asis
deemed advisable by the department of adminigtration.

10. Decide asto the responsibility and competency of bidders and sureties.

11. Decide, upon receipt of any purchase requigtion, when the procurement will be initiated
and the time for response to solicitation, provided that:

A. Therequesting department is notified if any dates the department of adminigtration
establishes exceed those stated by the requesting department.

B. Thereguesting department is notified if procurement timetables are likely to result in
delivery later than the delivery date Sated in the purchase requisition.

(Ord. No. 145-161, § 5, 12-18-90)

Sec. 7-85. Same-Delegation.

(& The department of adminigtration may delegate to any county department the authority to
purchase independently such materids, supplies, equipment, or services of a specid character asare
used only by that department or which may be more efficiently purchased by that department. Such
delegation shal remain in effect unless modified or revoked in writing. A department which has been
delegated purchasing authority shdl:

1. Forward dl written contracts resulting from the purchasing activity to the department of
adminigtration for execution of the contract by the director.

2. Comply with such standards and rules as promulgated by the department of administration
concerning the exercise of independent purchasing.

(b) The department of administration shall have the privilege to cal upon any county department or
employee for information, advisement, or assstance in the performance of purchasing activity whichis
within the scope of such department or employee to provide.

(Ord. No. 145-151, § 6, 12-18-90)
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Sec. 7-86. Purchasing information.

(@ Itisthe responghility of personnel engaged in the purchase requisition and procurement
processin dl county departments to be aware of and to comply with the purchasing policy of this Code
and the purchasing procedures which have been developed or will be devel oped which are consstent
with such palicy.

(b) Procurement information shal be a public record to the extent provided in Wisconsin Statutes,
section 19.32(2), and shall be available to the public as provided in such satute.
(Ord. No. 145-151, § 7, 12-18-90)
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Sec. 7-87. County board review of professional service contract procurement process.

(@ Generd palicy.

1.

2.

It is declared to be the policy of Waukesha County to encourage, insofar asit is practica
and advantageous to the county, purchasing by a competitive process.

The county board has a gpecid interest, as part of performing its oversght responsibilities,
in reviewing the contract procurement process for professond services prior to
commitment with private sector providers since the salection process usudly must be based
on more subjective criteriain addition to price.

To ensure timey execution of services and review of the most Sgnificant professond
service contracts, professiond service contracts with county commitment of funds of fifty
thousand dollars ($50,000.00) or greater shal be subject to specia county board review of
the procurement process.

(b) Definitions. As used in this section:

Professional services means cregtive and individud talents requiring specid skills or training of a
technicd, artigtic or experimenta nature.

Request proposals means the process utilized to evaluate competing proposals on a basis other
than price exclusvely.

Professional service contract means abinding written agreement setting forth terms and
conditions of the offer and acceptance between the county and a professond service provider.

Procurement process means the method used to evaluate which proposal is most advantageous to
the county, taking into congderation price and evauation factors as set forth in the request for proposa.
The processwill contain the following:

1
2.
3.

4.

Developing adequate specifications and criteriafor the request for proposa.

Advertisng and soliciting potentid proposers.

Evauating proposas in accordance with established criteria by a committee whose
members have no persond or financia relationship with the proposer. The evauation
committee shal be comprised of members sdected in accordance with county purchasing
policies and procedures to ensure that integrity and the objectivity of the processis
preserved.

Sdlecting the highest rated proposa.

(c) Review process.

1.

All Requests for Proposal (RFP) which are digtributed or available to the public and
potentia proposers shdl be forwarded to the County Board Office for a determination by
the appropriate sanding committee chair of agendizing it for an information only review.
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2. All professond services contracts for county commitment of fifty thousand dollars
($50,000) or greater prior to commitment shall be referred to the finance committee to
make afinding that county purchasing policy and the procurement process described above
were followed.

3. If thefinance committee has not acted on a professona service contract within forty-five
(45) days after it was referred to them, then the county executive or his designee may act
on the contract without county board approval.

(Ord. No. 146-98, 881-3,12-17-91; Ord. 152-129, 81, 2-24-98)

DIVISION 6. ACCEPTANCE AND USE OF CASH AND NONCASH DONATIONS
Sec. 7-88. Purpose.
The purpose of thisdivisonis

(& To establish auniform procedure for accepting donations to the County.

(b) Toidentify the procedure involved in gppropriating donated funds and accepting noncash
donations, whether within the year of the donation or in subsequent years.
(Ord. No. 148-33, § 2, 6-22-93)

Sec. 7-89. Statement of policy.

Wisconain Statutes grant counties the authority to accept donations for any public governmenta
purpose within the powers of the county. All cash donations can be conditionally accepted to a county
revenue account and reserved until such time that the county board agrees to accept the donation for
the purpose specified by the donor, ether through ordinance or in the approved county budget. At that
time, the funds will be appropriated or returned to the donor. All cash donations are deposited with the
treasurer. In-kind (e.g. goods, equipment, commaodities) donations that are subject to specia conditions
or are of sgnificant vaue require acceptance by the county board.

(Ord. No. 148-33, § 2, 6-22-93)

Sec. 7-90. Acceptance-Generally.

Donations of cash can be accepted, but no expenditure authority can be appropriated until
complying with section 7-91(b) below. All other donations require that a donation acceptance
worksheet, supplied by the department of administration, be completed and routed to corporation
counseal before acceptance can take place.

(Ord. No. 148-33, § 2, 6-22-93)

Sec. 7-91. Same-Procedurefor cash and noncash donations; exemptions.
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(& Cash donations.
1. Thedepartment (agency) that accepts the funds must deposit these funds with the county
treasurer.

A.

Donations of funds. The department shdl identify, on the generd receipt form, the
donation revenue source for the specific fund and agency in accordance with the
county's chart of accounts. The department will keep a subsidiary record of these funds
indicating the date that the funds were received, from whom they were received, and
the purpose for which they were donated.

Donations for specia project. Funds received for a specid project from a number of
donors and over an extended period of time may justify a specid account or fund. The
department of adminigtration will assst departments in establishing and determining the
best accounting vehicle.

2. Expenditures of-cash donations must be appropriated by the county board. If the donation
is contingent upon a specific use, it must be identified and accepted for that purpose by the
county board or the donation must be returned.

A.

Annua budget appropriation. A donation recelved in a particular year can be included
in the county executive budget for the subsequent year. The amount and purpose of the
donation must be clearly identified in the budget book for county board review.
Ordinance appropriation. A donation received in a particular year can be proposed for
use in the same year through the norma ordinance process. The amount and purpose
must be specified in the ordinance for acceptance and appropriation by the county
board. Thistype of an gppropriation is considered a budget amendment and requires
twenty-four (24) affirmative votes of the county board.

(b) Noncash donations. All in-kind (e.g. goods, equipment, commodities) donations are subject
to aspecia condition test before acceptance by the county.
1. Aninkind donations shal be determined to present a specid condition if any of the
following conditions are identified.

A.

B.

C.

D.

A specid liability exposure not previoudy recognized in the recipient program or
operation would be added with acceptance of the donation.

A specid maintenance or other operating impact not previoudy provided for in the
recipient program or operation would be incurred by the county.

A specid responghbility or obligation would be required with the acceptance of the
donation.

A specid risk exposure to employee hedth or safety or specidized training
requirements would be recognized in the recipient program or operation with
acceptance of the donation.

2. The corporation counsd will rule on the gpplicahility of aspecia condition for al in-kind
donations.

A.

A description of an offered in-kind donation identifying any condition(s) for acceptance
must be submitted on a prescribed county form to the corporation counsdl for specia
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condition determination.

B. The corporation counsd, in reviewing a pecid condition determination request, may
employ assistance from other adminidrative saff.

C. The corporation counsel will report back to the requesting department on a prescribed
county form on the fina determination of afinding or absence of a specia condition on
the subject in kind donation.

3. In-kind donations with a replacement value under two thousand dollars ($2,000.00) as
determined by the recipient department and not subject to a specia condition can be
accepted by the county without further action.

4. In-kind donations with a replacement value of two thousand dollars ($2,000.00) or more as
determined by the recipient department or those subject to a specia condition must be
accepted by the county board.

A. Annud budget. An in-kind donation may be included in the county executive budget if
the proposed use and any specid conditions can be specificdly highlighted in the
appropriate program budget section of the budget book for county board review.

B. Ordinance to accept. During the year, an ordinance may be prepared to accept an
in-kind donation. The ordinance must specify any specia conditions and include afiscd
note if afisca impact isidentified.

(c) Exemptions.

1. Donations of red property made by dedication on a subdivison plat or certified survey
map, which consist of lands to be acquired in the county board adopted Park and Open
Space Plan, shall be controlled by subsection (b)(3) above regardiess of value.

2. Both cash and in-kind donations made to the Federated Library Board for system wide
functions and services shal be exempt from this policy pursuant to section 43.58(1),
Wisconsin Statutes, but shall be disclosed to the county board.

(Ord. No. 148-33, § 2, 6-22-93)

DIVISION 7. APPROPRIATIONS
Sec. 7-92. Budgetary controls.

(& Appropriaionsto county offices and departments (agencies) for al governmentd funds and
expendable trust funds shdl be controlled in accordance with the following expenditure gppropriation
unit categories.

1. Personne cods,

2. Operating expenses,

3. Interdepartmenta charges; and,
4. Fixed assets.

(b) Appropriations for dl proprietary (enterprise and internd service) funds and capita projects
shdl be controlled at the total budgeted expenditure leve for each fund within an agency.
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(Ord. No. 147-47, 8§ 1, 8-11-92; Ord. No. 148-18, § 1, 5-11-93)
Sec. 7-93. Reappropriation of year-end unexpended and encumbered purchase orders.

Autometic regppropriation of encumbered budgeted expenditures and related revenue
funds from one (1) caendar (budget) year to the next shal be permitted to provide
expenditure authority and related revenues for payment of unexpended purchase orders
which are gppropriated, authorized and committed in the prior year.

(Ord. No. 147-47, 8 1, 8-11-92; Ord. No. 159-32, 82, 07/27/04)
DIVISION 8. REIMBURSEMENT OF EMPLOY EE/NON-EMPLOY EES

Sec. 7-94. Compensation, per diem, etc.

Non-supervisors who are appointed and confirmed to county board-established boards and
commissions shal be compensated asfollows:

1. Attendance by non-supervisors a meetings of county boards and commissions which are
subject to the provison of this section shall be compensated on a per diem basis of fifty
dollars ($50.00) for ahaf day and eighty dollars ($80.00) for afull day. The term "per
diem" shdl mean for a cdendar day and shall be subject to the following:

A. Hdf-day per diem shdl be paid for attendance at any meeting or mestings, the total
time of which does not exceed four (4) hoursin any caendar day.

B. Full-day per diem shall be paid for attendance at any meeting or meetings, the tota time
of which exceeds four (4) hoursin any cdendar day.

C. No per diem payment shall be paid for more than afull day's per diem on any caendar
day regardless of the number of separate mestings.

D. Asusedin thissection, "meeting” shal mean the convening of members of a
governmenta body for the purpose of exercisng the responghbilities, authority, power
or duties delegated to or vested in the bodly.

2. Resarved.

3. The compensation for assessors shal be twelve dallars ($12.00) for the soring meeting and
twelve dollars ($12.00) for the December mesting.

4. - 8. Reserved.

9. Compensation of eection tabulators shall be on aper diem basis and shall be asfollows:
A. For meetings of three (3) hours or less, twenty-five dollars ($25.00); and
B. For meetings of more than three (3) hours, fifty dollars ($50.00).

(Res. No. 154, 2-11-58; Res. No. 128, 1-15-63; Mo. of 2-10-81; Mo. of 4-17-84, as amended,
Rule 33; Res. No. 184-2/82, 3-16-84; Res. No. 208-11/85, 11-19-85; Res. No. 243-1/86, 1-21-86;
Ord. No. 143-36, 88 1, 2, 7-19-88; Ord. No. 143-72, § 1, 10-18-88; Ord. No. 143-170, 3-30-89;
Ord. No. 144-54, 8-15-89; Ord. No. 146-58, 10-1-91; Ord. No. 148-65, 9-28-93; Ord. No.
148-69, 9-28-93; Ord. No. 149-99, § 2, 12-13-94)
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State law references - Authority to determine compensation, etc., Wis. Stat. § 59.22; election tabulators, Wis. Stat.
§9.01(5)(b).

Sec. 7-95. Travel expenses.

(8 Reimbursement generally. Employees and members of boards, committees, commissions and
authorities shall be reimbursed for reasonable and necessary travel expenses actudly incurred in the
performance of officid duties within the scheduled maximum reimbursement amounts provided herein.
Travel shdl be undertaken by the most practica and economic means available.

1. Mileage. That the standard County employee mileage reimbursement rate shdl be the
same as the mileage rate established by the Internad Revenue Service to be used by
taxpayers for business travel expense deductions unless established at a different rate by
collective bargaining agreements.

2. Registration fees. Regidration fees at conferences, conventions, seminars and workshops
are fully rembursed.

3. Meals. Reimbursement will be made up to a maximum per diem rate for employees
traveling for afull day a thirty-eight ($38.00) or a pro-rated maximum per med rate for a
portion of aday, as prescribed in the Adminigtrative Policy & Procedures Manud, as
follows
A. Breakfast, eight dollars ($8.00)

B. Lunch, ten dollars ($10.00)

C. Dinner, twenty dollars ($20.00)

4. Lodging. All taxes applicable to lodging and asfollows:

A. In-state. Ninety-five dollars ($95.00), except for Green Bay and Madison, for which
maximum reimbursement follows the annua index published by Runzheimer
Internationd.

B. Out-of-state. Maximum reimbursement for certain high-cogt cities follows the annud
index published by Runzheimer Internationd. For those cities listed by this publication
at less than $95.00, the County will pay the actud daily rate, not to exceed $95.00.

5. Parking fees. Parking feesand toll charges incurred outside of the county are fully
reimbursed.

6. Air fare. Commercid ar fareisfully reambursed a the lowest fare avallable.

7. Car Pool Incentive. Employeeswho use persona vehiclesto transport other employees
who would otherwise quaify for mileage reimbursement, for authorized and work related
purposes, will be eigible for mileage reimbursement in addition to the amounts authorized
under section 7-93(8)(1) asfollows:

A. 3 employessin avehicle, fifteen cents ($0.15) per mile.

B. 4-5employeesin avehicle, twenty-five cents ($0.25) per mile.

C. 6+ employeesin avehicle, thirty-five cents ($0.35) per mile.
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(b) Authorization. Within budget control limitations, travel and attendance a conventions,
conferences, workshops, seminars and business meetings must have prior gpprova asfollows:
1. For employees, by department heads or appropriate supervisor.
2. For members of boards, committees, commissions, and authorities, by vote of that

respective body.

(¢) Limitations.
1. Reserved.
2. Resarved.
3. Meds purchased within the county are rembursable only under the following
circumstances.
A. When required by specia circumstances outsde of regular duties.
B. Aspat of aregigration fee a a conference, convention, seminar, workshop, or
business meseting.
C. When conducting county business at a meeting which requires the attendance of a
"guest of the county", and islimited to the following:
I. Business meetings with vendors.
. Hogting individuals who are not county employees for business related reasons.
This does not apply to meetings between employees and their clients.
4. Med and lodging expenses are limited to five (5) days for any single conference or
convention.
Lodging costs within aforty-mile radius of the county courthouse are not rembursable.
Receipts are not required for medls. Receipts are required for al other reimbursable
expenses over ten dollars ($10.00). Cancelled checks are not acceptable.

o U

(d) Cash advance. Advance payment of expenses may be obtained when:
1. Advance payment is limited to ninety (90) percent of estimated reimbursable expenses over
fifty dollars ($50.00).
2. Return of advance payment amounts in excess of actuad expenses incurred must be made
within fifteen (15) days after the event or travel.
(Res. No. 73, 10-13-64; Ord. No. 144-54, 8-15-89; Ord. No. 144-55, 8-15-89; Ord. No. 144-56,
8-15- 89; Ord. No. 144-57, 8-15-89; Ord. No. 144-58, 8-15-89; Ord. No. 144-222, § 1, 4-10-90;
Ord. No. 146-121, 88 1-3, 2-18-92; Ord. No. 149-22, § 1, 6-28-94; Ord. No. 149-23, § 1,
6-28-94; Ord. No. 149-24, § 1, 6-28-94; Ord. No. 151-55, 88 1 and 2, 9/24/96; Ord. No. 151-56,
81, 9/24/96; Ord. No. 151-57, 8 1, 9/24/96; Ord. No. 153-106, 8§ 1-4, 12/15/98; Ord. No. 153-
122, 81, 1/26/99; Ord. No. 154-19, 5/25/99; Ord. No. 156-118, 88 1-5, 2/26/02)

Sec. 7-96. Salary and benefitsfor elected officials.

(& Theclerk of courts, county board chairperson, county clerk, county executive, register of
deeds, sheriff and treasurer shal receive saaries as determined by the county board.



Ch.7Pg. 34

(b) Thedected officidslisted at subsection () shal be digible for participation in the following
plans on the same basis as non-represented employees:
1. Point-of-service headlth insurance;
2. Dentd insurance or dentd heath maintenance organization;
3. Group lifeinsurance plan with a dependent life insurance option on the officid's spouse and
eligible dependents; and
4. Section 125 pre-tax premium option.

(¢) County board supervisors shall receive asdary as determined by the county board.

(d) County board supervisors shdl be digible for participation in the following plans.

1. Point-of-service hedlth insurance at the participating supervisorss cost and at no cost to
Waukesha County;

2. Dentd insurance or dentd health maintenance organization at the participating supervisor's
cost and at no cost to Waukesha County;

3. Group lifeinsurance plan with a dependent life insurance option on the officid's spouse and
eligible dependents at the participating supervisor's cost and at no cost to Waukesha
County; and

4. Section 125 pre-tax premium option.

(e) Theclerk of courts, county board supervisors, county clerk, county executive, register of
deeds, sheriff, and treasurer may continue in the county hedlth and life insurance programs after leaving
office, provided that they pay one hundred (100) percent of the cost of the plans, and provided further
that they are age fifty-five (55) or older and have served at least two (2) complete termsin office.
(Res. No. 96-8/84, 8-24-84; Res. No. 245-85, 1-22- 85; Res. No. 221-12/85, 12-17-85; Res. No.
225-12/85, 12-17-85; Ord. No. 141-10, 881, II, 5-20-86; Ord. No. 141-172, 881, Il, 3-31-87;
Ord. No. 143-11, 88 1, 2, 5-17-88; Ord. No. 143-135, § 1, 1-6-89; Ord. No. 143-139, § 1,
1-17-89; Ord. No. 143-151, § 1, 2-21-89; Ord. No. 144-156, 8 1, 11-21-89; Ord. No. 145-12, 8§
1, 2, 6-19-90; Ord. No. 145-115, § 1, 10-16-90; Ord. No. 145-168, 88 1, 2, 2-19-91; Ord. No.
146-115, 88 1, 2, 2-18-92; Ord. No. 147-116, § 1, 12-22-92; Ord. No. 148-126, 1-11-94; Ord.
No. 149-99, § 3, 12-13-94; Ord. No. 149-149, § 2, 4-11-95)

State law reference - Authority to set salaries, etc., of elected county officials, Wis. Stat. § 59.22.
Editor's note - Ordinance No. 143-151, adopted Feb. 21, 1989, carried an effective date of Jan. 1, 1986.
Sec. 7-97. Compensation of condemnation commissioners.
(& Thehourly rate to be paid to the condemnation commissioners by the condemnor shdl be a

forty dollars ($40.00) per hour and shall be approved by the chief judge or the circuit judge having
jurisdiction over the hearing upon submisson of such satement of services. The mileage rate for the
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commissioners shal be the same rate paid to other county boards and commissions while they are
conducting county business.

(b) The chairman of the commission shdl be compensated forty dollars ($40.00) per hour for the
work of selecting the commissioners for each hearing: the tatement shal have judicid approvad prior to
being submitted for payment.

(Res. No. 3-2/84, 4-17-84)

State law refer ence - Commissioners of condemnation and authority of county to compensate same, Wis. Stat. § 32.08.

DIVISION 7. DISPOSAL OF COUNTY PROPERTY
Sec. 7-98. Poalicy.

(a) It isdeclared to be the policy of the county that surplus or obsolete county property shal be
disposed of by the method most advantageous and cost effective to include:
1. Redlocation from one county department to another.
2. Sdethrough means of direct best offer, highest bid, or public auction.
3. Donation to a nonprofit organization, preferably one which islocated within Waukesha
County.
4. Sdeasscrap for sdvage vaue.
5. Discard asrefuse or trash.

(b) The digpogition methods outlined in this section do not gpply to county property whichis
disposed of:
1. On acase-by-case basis by separate ordinance.
2. Under a specific method authorized by a different ordinance (i.e.; county property disposed of
for value as part of a purchase transaction)
3. Through enactment of digposition policy as contained in the annud operating budget (i.e.,
computer equipment, vehicle/equipment and copier replacement funds).
(Ord. No. 150-112, 81, 3-12-96)

Sec. 7-99. Definitions.
Terms below have the following definitions:

County property. All assets or fixed assets owned by Waukesha County. As used in thisarticle,
county property does not include rea property such asland or buildings.

Asset. A nonconsumable item with a useful life greater than one (1) year and a current vaue less
than five thousand dollars ($5,000.00)
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Fixed asset. A nonconsumable item with a useful life greater than one (1) year and a current
value greater than five thousand dollars ($5,000.00).

Obsolete. County property which the county no longer needs.

Refuse. An item for which the cost of disposa
exceedsiits current value.

Surplus. County property which a department no longer needs but which may be useful to another

department.
(Ord. No. 150-112, &1, 3-12-96; Ord. No. 158-163, 4-13-04)

Sec. 7-100. Responsibilities.

(@ All county departments are required to notify the department of administration of any county
property which a department has determined to be surplus or obsolete.

(b) The department of adminigtration is responsible for:

1. Determining procedures for the reallocation of county property.

2. Preparing asummary list of al county property which has not been redllocated or which has
not been disposed of as refuse and which will be subject to disposa under this policy. The
list shdl include a recommendation on a method of disposd.

3. Submitting to the finance committee, prior to disposal, a process for digposition based on
the hierarcha order as set forth in section 2-716(a)(1) through (5) of this article.

(©) The finance committee shall review the process to digpose of county property under this article.
However, if the finance committee has not acted to reect the department’'s recommended process & its
next meeting, then the department shall dispose of theitems as it had recommended.

(Ord. No. 150-112, 81, 3-12-96)

ARTICLEII. HUMAN RESOURCES

DIVISION 1. IN GENERAL
Sec. 7-101.  Poalicies and Procedures Manual.

(@ There shdl be a Waukesha County Administrative Policy and Procedure Manua devel oped
and maintained by the Department of Adminigtration.

(b) Copiesof the Waukesha County Adminigrative Policy and Procedure Manud shdl be on file
in the County Clerk’ s Office and the office of the Director of the Department of Administration and
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shdl be avallable to dl employees and members of the generd public.

(¢) The gpplicable standing committee of the County Board will be advised of mgor revisons or
amendments to the Waukesha County Adminigtrative Policy and Procedure Manuad which are
procedura in nature. Procedural amendments are defined as those which are developed to implement
or clarify policies aready adopted by the County Board asfollows:

1. Policy and procedure items previoudly gpproved through an ordinance to the County Board
including terms of alabor contract, and changesin job titles due to creating, reclassifying, or
abolishing positions;

2. Adminidrative procedures necessary to implement or darify the provisons of policies
aready adopted by the County Board or its Standing Committees such as forms, work
flow and procedures, request and authorization procedures,

3. Adminigrative procedures necessary to implement the requirements of State or Federa
laws or regulations affecting the County such as insurance procedures and processes, family
and medica leave procedures, Satutorily mandated benefits.

(d) Revisonsor amendments to the Waukesha County Adminigtrative Policy and Procedure
Manua which establish anew policy or modify an existing policy will be presented to and approved by
the County Board or its Standing Commiittees. If the policy change is one which requires approva by
ordinance, the Adminigtrative Policy and Procedure Manud will be changed only after an ordinance is
presented to and approved by the County Board as follows:

a. Changesto County programs or functions which were origindly created by ordinance
gpecifying the details of the program or function;
2. Changesto dollar limits set by the County Board or its Committees;
3. Egablishment of anew program, service, or obligation which is discretionary and not done
in order to be in compliance with afederd, sate, or loca law, rule, or regulation.
(Ord. No. 155-127, 82, 2/27/01)

Sec. 7-102.  Affirmative action program.

The Affirmative Action Program - Revised 1990, copies of which are on filein the county clerk’s
office and the office of the human resources divison, is hereby adopted by reference asif set out a
length in this Code.

(Res. No. 20-83, 5-18-83; Ord. No. 144-210, 4-10-90)

Sec. 7-103.  Operation of county facilities and adjustment of working schedules during
emer gencies.

(&) Declaration of an emergency. During emergency conditions, the county executive may
declare an emergency and thereby close county facilities or portions of facilities for specified shifts, or
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for longer periods of time. The county executive dso may alow employeesto be dismissed early and
may excuse tardiness during a declared emergency. Only the county executive may declare that an
emergency condition exists.

(b) Notification of declared emergency.

1. Notification of departments. The county executive will notify the departments that an
emergency has been declared, and which facilities, shifts, or operations are affected by the
declaration.

2. Notification of employees. If an emergency is declared during working hours, employees
will be notified by their department heads. In addition, information concerning emergency
conditions will be announced over designated radio stations. Employees may dso cal a
designated telephone number which will activate a recorded announcement providing the
appropriate information.

(c) Employees engaged in emergency, weather-related, or essential operations. Each
department shdl maintain alist of pogitions which must continue to provide services during emergency
conditions. These employees are required to work during declared emergencies, and will not be
excused from work. Employees will be compensated in accordance with other county policies and
collective bargaining agreements.

(d) Compensation of employees.

1. Facilitiesclosed. The county executive may close county facilities or portions of facilities
and completely excuse employees from work due to the declared emergency. However,
persons engaged in emergency, weether-related, or essential operations, will not be
excused.

Employees excused from work will be compensated at their regular rates of pay.
Employees may earn equivaent time off for the hours worked if they reported for work and
remained at the request of their department head, provided they were not engaged in
emergency, weather-related or essentia operations, as defined in section 7-102(c).

2. Facilitiesopen. Excusing tardiness and failure to report to work. Employees have the
reponsbility of reporting to work on time whenever county facilities are open. However,
under certain circumstances which require the declaration of an emergency, but which are
not severe enough to close county facilities, the county executive may alow non-essentia
employees additiond time to report to work.

For facilities or portions of facilities that remain open during a declared emergency, the
county executive may allow non-essentia employees an additiona two (2) hours to report
to work. Employees who report to work within the first two (2) hours of the assigned shift
will be paid their norma rate of pay for the full two (2) hours. Employees who do not
report to work within the first two (2) hours will not be paid for those two (2) hours unless
the employee has vacation, compensatory time, or other legitimate reason for pay.

3. Make up of lost time. Employees who do not report to work within the first two (2) hours
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and who do not wish to utilize vacation, compensatory time, or other legitimate reason for
payment, may be dlowed to make up lost time within the next payroll period, subject to
the approval of the department head.

However, the county will not pay overtime to employees making up lost time.
Employeeswho are eigible for overtime under the Fair Labor Standards Act or collective
bargaining agreements will not be alowed to make up logt timeif it must be paid & an
overtimerate.

4. Employees dismissed early. The county executive may dismiss employeesworking in
facilities or portions of facilities before the end of their shift. In this case, the county
executive will notify department heads of the extent of the declared emergency and
department heads will utilize their discretion as to which employees may be dismissed, and
which employees must remain so that required services are maintained.

Employees dismissed early will be paid their normal rate of pay until the end of their
work shift. Subsequent shifts may be completely excused from work as provided in
sections 7-102(a) and 7-102(d)(1).

5. Emergencies during periods of previously scheduled time off. \When an employee has
previoudy scheduled a period of absence from work and an emergency is declared during
that absence, the employee will be charged with the use of vacation, sick leave or other
form of leave that had previoudy been scheduled.

(e) Extended emergency conditions. Under extended, declared emergency conditions, that is,
beyond one (1) twenty-four-hour time period, departments may be required to lay-off employees
without pay in accordance with various collective bargaining agreements and County policies.

(f) Definitions.

1. Emergency. “Emergency” shdl mean severe weather conditions, fires, tornadoes, power
failures, nationd crises, or other conditions which endanger safety, or render facilities or
portions of facilities inaccessible or unusable.

2. County executive. "County executive' shal mean the eected county executive or the
designee of the county executive.

3. Employees engaged in emergency, weather-related or essential operations. Thisisa
ligting of positions which, due to the nature of the jobs, are required to report to work
during declared emergency conditions.

4. County facilities. These are any county buildings or Stes where services are provided or
work is performed; such as courthouse, administration center, county office building,
courthouse annex, mental health center, children's center, Expo Center and highway shop,
parks, and golf courses, among others.

(Res. No. 162, 11-9-74; Ord. No. 142-176, 8§ 1, 3-29-88; Ord. No. 149-78, § 1, 11-9-94)

Crossreference - General authority of county executive to dismiss courthouse employees due to holidays or emergencies, 8§ 5-
1
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Sec. 7-104. L eave of absenceto serve as elected official.

A person currently holding an eective office in the county and currently on leave from a department
in the county shal be continued on leave of aisence for one (1) additiona term.
(Res. No. 30, 8-22-72)

Sec. 7-105.  Payment of license feesfor employees.

The county shall not pay the license fees for licenses issued to county employees.
(Res. No. 223-2/81, 2-17-81)

Sec. 7-106.  Deferred compensation.

(& The county adopts the National Association of Counties Deferred Compensation Program and
establishes the county employee's deferred compensation plan for the voluntary participation of dl
regular full-time employees, regular part-time employees, and dected officids.

(b) The chairperson of the county board of supervisors and the county clerk shdl sign the
necessary agreements and contracts to implement the program.

(¢) The personnd department is authorized to act as the local administrator of the plan.

(d) The National Association of Counties, as plan administrator, agrees to hold harmless and
indemnify the county, its gppointed and e ected officers and participating employees from any loss
resulting from it or its agent's failure to perform its duties and services pursuant to the program.

(&) Itisunderstood thet, other than the incidenta expenses of collecting and disburaing of the
employees deferrals and other minor adminigtrative matters, there is to be no cost or contribution by
the county to the program.

(Res. No. 39-6/82, 6-15-82)

State law reference - Deferred compensation authorized, Wis. Stat, § 40.81.
Sec. 7-107.  Alteration of job classifications.

The Personnel Committee is authorized to update exigting classfication specifications with the
understanding that new classification and reclassifications would be submitted to the county board of
supervisors for gpprova.

(Res. No. 61-6-85, 7-16-86; Ord. No. 156-48, 09/28/2001)
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Sec. 7-108.  Participation in Wisconsin Retirement Fund generally.

The county eectsto beincluded in, and be subject to, the provisons of the Wisconsin Retirement
Fund. The county shdl provide prior service credits at rates equal to two (2) times the rates of
municipality creditsfor current service. (Res. No. 33, 11-21-46)

Cross reference- Participation of county board of supervisorsin Wisconsin Retirement Fund, § 2-33.
State law references- Authority to participate in Wisconsin Retirement Fund, Wis. Stat. § 59.07(4); recognition of prior service
credits, Wis. Stat. § 40.21(6).

Sec. 7-109.  Representative of county board of supervisorsfor mattersrelating to
Wisconsin Retirement Fund.

The finance director is the employer agent and shall act for the county board of supervisorsin
meatters pertaining to the programs administered by the state department of employee trust funds.
(Res. No. 115-8/85, 8-20-85)

State law r efer ence- Wisconsin retirement system, Wis. Stat. § 40.20 et seq.
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Secs. 7-110 - 7-115. Reserved.

DIVISION 2. MERIT SYSTEMS

Secs. 7-116 - 7-135. Reserved.

DIVISION 3. SHERIFFS DEPARTMENT
Sec. 7-136.  The Commission.

(@ Thereis created the Sheriff’s Civil Service Commission for the purpose of administering a civil
sarvice system for the gppointment and promotion of deputy sheriffs pursuant to section 59.26(8), Wis.
Stats.

(b) The Commisson shdl conggt of five members, al of whom shdl be legd residents of
Waukesha County. The gppointments and terms of the commissioners shdl be as provided in section
63.01, Wis. Stats. All persons who are members of the Commission on the effective date of this
ordinance shal continue to serve until the expiration of his or her term. A vacancy during amember’s
term shal befilled only for the balance of the term.

(©) The gppointing authority shal designate one member of the Commission as chairperson of the
Commission, who shdl remain chairperson until the expiration of hisor her term.

(d) All action of the Commission shall be by amgority of the members present. No meeting of the
Commission shdl take place unless three or more members are present.

() The Commission shal adopt such rules and regulations to carry out the provisons of the
applicable state statutes and this ordinance as are gppropriate and necessary to secure the best service
for Waukesha County in its Sheriff’s Department and to promote expedition and to speed the
eimination of dl unnecessary formdities in making gppointments. The rules and regulations shdl be
conggtent with and not in conflict with the provisons of this ordinance.

() The members of the Commission shal not receive asdary, but shal be entitled to aper diem as
alowed by section 7-94 of the Waukesha County Code of Ordinances.

(99 The Commission shdl work with and through the Divison of Human Resources of the
Waukesha County Department of Adminigtration in carrying out its responsibilities under this ordinance.
(Ord. of 3-28-72, 88 20, 21; Ord. 155-145, §1, 03-02-2001)

Crossreferences - Boards and commissions generally, § 4-95; merit system board, § 7-178.
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State law reference - Civil service commission, Wis. Stat.§ 63.01.
Sec. 7-137. The Examinations.

(@ Appointment to deputy sheriff positions shal be made by the sheriff from lists certified and
supplied by the Commission, as provided in subsection 7-138, below. Comptitive examinations shal
be held for persons who wish to be placed on alist for gppointment purposes.

(b) All competitive examinations that are required by this ordinance shal be administered by the
Commission and shall be designed to test a person’s gptitude and ability to perform the tasks required
of the position for which the examination is given. The examinations may be ord or written or both.

(¢) By rule and with the advice of the sheriff and the Divison of Human Resources, and consstent
with this ordinance and the gpplicable statutes, the Commission shdl determine the nature of the
examinations to be given and the weight to be accorded the various parts of the examination.

(d) Inadminigtering the examinations required by this ordinance, the Commission shdl be
authorized to utilize, through the Divison of Human Resources, the services of outsde agencies.

(e All persons who wish to take an examination for a deputy sheriff postion, whether entry level
or promotiona, shal meet such training, experience and other requirements for law enforcement officers
and for specific positions as may be prescribed by the Commission, Waukesha County and the State of
Wiscongn.

() No person shdl be digible to take an examination for an entry level deputy sheriff podtion
unless the person has first completed and filed, with the Division of Human Resources, an gpplication
for the position on aform prescribed by the Division. All examinations for the entry level deputy sheriff
pasition shdl be publicly announced by the Divison in the manner in which other County employment
vacancies are announced.

(9) No person shal be digible to take an examination for a promotiond deputy sheriff position
unless the person is a Waukesha County employee and a sworn deputy sheriff. If there are lessthan
three persons who so quaify and gpply to take the examination, the examination shal be open to
persons who are not Waukesha County employees or sworn deputy sheriffs so long as they meet the
requirements referred to in paragraph (e), above.

(h) Examinations required by this ordinance shall be conducted with such frequency asis necessary
to maintain sufficient ligts of digible candidates.

(i) Following an examination required by this ordinance, and the scoring of the examination, the
Commission shdl prepare alist of those persons who obtained a passing score on the examination,
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ranked from highest to lowest.
(Ord. of 3-28-72, 8§ 11; Ord. 155-145, § 1, 03-02-2001)

Sec.7-138. ThelLists.

(@ The Commisson shdl maintain (i) origind appointment lists, to be used for gopointment to
entry level deputy sheriff postions, and (i) promotiona appointment ligts, to be used for gopointment to
deputy sheriff pogtionsthat are not entry leve.

(b) Theorigina gppointment and promotiona gppointment lists shal be compiled by the
Commission following the competitive examination. The Commisson shdl specify the time period for
which alig shdl be maintained, which period shal be no longer than one year but which may be
extended for up to an additiond year.

(¢) The Commission shdl have the authority to prescribe, by rule, the reasons for which aperson’s
name may be removed from alist by the Commission.

(Ord. of 3-28-72, § 160; Ord. 155-145, § 1, 03-02-2001)
Sec. 7-139.  The Appointment.

(@ When the sheriff notifies the Commission that a vacancy has occurred or is about to occur in a
deputy sheriff pogition, he shdl indicate whether the pogition will be filled by origina appointment or
promotiona appointment.

(b) If the podtion will befilled by origind gppointment, the Commission shdl certify to the sheriff a
list of namesthat congists of (i) al persons on the origina gppointment list with the three highest scores,
and (ii) dl other persons on the origind gppointment list who qudify under section 63.08(f)3. for
consderation given to veterans and veteran's pouses. The sheriff shal gppoint from thislist. For each
additiond vacancy beyond one, the Commission shdl add to the list the names of dl persons with the
next highest score.

(©) If the position will befilled by promotiona gppointment, the Commission shdl certify to the
sheriff aligt of names that congsts of the three persons on the promotiona appointment list who
received the highest scores. The sheriff shadl appoint from thislist. For each additiond vacancy beyond
one, the Commission shdl add to the list the name of the person with the next highest score.

(d) If aligt certified to the sheriff by the Commisson contains fewer than three names, the sheriff
shdl have the option of gppointing from thelist or returning the list to the Commission and asking the
Commission to take such steps as are gppropriate to provide alist with at least three names.

(Ord. of 3-28-72, 88 30-33; Mo. of 4-17-84, as amended, Rule 23; Ord. 155-145, § 1, 03-02-
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2001)
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Sec. 7-140.  Temporary Appointments.

(@ If a the time the Commission recaives a notice of vacancy thereis no digible list for the vacant
position, the sheriff may temporarily fill the position by emergency appointment, subject to such rules or
restrictions as may be adopted by the Commission.

(b) The preceding paragraph applies to vacancies that result from death, resignation or remova.
Any request for “doublefilling” or “overfilling” a postion that results from other factors (such asan
extended leave or a sugpension) shdl be dealt with according to Waukesha County policies and
procedures for such matters.

(¢) Thissection applies only to promotiona gppointment positions. There shdl be no temporary
emergency appointment to an origina appointment position.
(Ord. of 3-28-72, § 40 Ord. 155-145, § 1, 03-02-2001)

Sec. 7-141.  Probationary Status.

(@ All persons gppointed to an entry level deputy sheriff position shdl serve a twelve month period
of probation, and dl persons appointed to a promotiona deputy sheriff postion shdl serve asix month
period of probation. The person’s performance shdl be closdy scrutinized and monitored by superior
officers during the period of probation. If the sheriff determinesthat the person’s level of performanceis
not satisfactory, the sheriff shdl ether:

1. By order, extend the person’s probationary period for up to an additional six months, or

2. Inthe case of an gppointment to an entry level deputy sheriff pogtion, terminate the
employment of the person, and in the case of a promotiona appointment, return the person
to the rank held prior to the gppointment.

(b) No request, determination or decision made pursuant to this section is subject to review or
appedl.
(Ord. of 3-28-72, 88 50, 51; Ord. 155-145, § 1, 03-02-2001)
Secs. 7-142 - 147.  Reserved.
Sec. 7-148.  Separationsand demotions.

(@ Thetenure of every employee shall be conditioned on good behavior and the satisfactory
performance of duties. Any employee may be temporarily separated by layoff or suspension or
permanently separated by resignation or dismissd.

(b) An employee who has attained status, under section 7-141, may be dismissed, suspended, or
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demoted whenever in the judgment of the appointing authority the employee's work or misconduct so
warrants, in accord with procedures established by law and by rules adopted thereunder. Each
employee shdl be entitled to a hearing before the grievance committee as set forth in section
59.26(8)(b)(3) of the Wisconsn Statutes. The members of the committee shal be appointed by the
county board chairman at the same time other stlanding committees of the county board are appointed.
They shdl be éectors of the county who are not county supervisors, officers, or employees of the
county governmertt.

(c) Grievances not subject to subsection (b) shall be processed or resolved by procedures
prescribed by specid rules or agreements approved by the county board of supervisors. It isthe
expressed policy of the county to resolve dl matters fairly on the basis of the facts and merits of the
individual cases.

(d) An employee may resign by filing his reasons with the appointing authority.
(Ord. of 3-28-72, 88 120-123; Ord. of 11-16-82, §8 1-4)

Sec. 7-149. Records.

Records shal be maintained of the proceedings of the civil service commission and of its officid
acts, the examination record of every candidate, and the employment record of employees.
(Ord. of 3-28-72, § 130)

Sec. 7-150.  Investigations; hearings.

During the course of any investigation or hearing and in accord with law, any employee or officer of
the county may be requested or required to attend and give witness.
(Ord. of 3-28-72, § 140)

Sec. 7-151.  Inspector and Deputy | nspector.

(@ Thereguirements of this Divison regarding the competitive examination process, digibility ligts,
appointment and tenure shall not apply to the positions of Deputy Inspector and Inspector. Insteed,
persons shal be appointed to such positions at the discretion of the Sheriff, provided that any person so
gppointed must hold the permanent rank of Lieutenant or above, in the Waukesha County Sheriff's
Department, at the time of gppointment and meets the minimum training and experience requirements of
the new position.

(b) Persons gppointed to the position of Deputy Inspector and Inspector shal serve at the pleasure
of the Sheriff and may be removed from the position by the Sheriff without cause. If removed, the
person shdll ether (i) be placed in the pogition rank of the person replacing him or her, or (ii) if the
person replacing him or her holds a position rank higher than any position rank ever held by the
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removed person, return to the position rank he or she held at the time of his or her gppointment as
Deputy Inspector or Inspector.

(¢) A Deputy Inspector and Inspector shdl aways be subject to discipline for just cause pursuant
to section 59.26(8), Wis. Stats.

(d) If any provison of this section isincongstent with any other provison of this Divison 3, this
section shdl control.
(Ord. 153-123, 2-9-99)

Secs. 7-152 - 7-181. Reserved.

DIVISION 4. RESERVED

DIVISION 5. GENERAL HUMAN RESOURCES PROVISIONS
Sec. 7-182.  Absences; hours of work.

Rules shdl be adopted by the county executive prescribing hours of work and the conditions and
length of time for which leaves of absence with pay and leaves of absence without pay may be granted.
These shdl cover, among others, vacations, sick leaves, educationd leaves, and leaves for military
service.

(Ord. of 3-28-72, § 100)

Sec. 7-183.  Training and performance.

(@ The department of adminigtration shal encourage the improvement of service by helping
provide employees with opportunities for training, which need not be limited to training for pecific jobs
but may include training for advancement and for generd fitness for public service.

(b) A system of service evauation developed by the department of administration shall be utilized
by the gppointing authority. This shal be based upon, among other things, the quantity and qudlity of
work performed and the regularity and punctudity of attendance.

(Ord. of 3-28-72, 88 110, 111)



